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: :.Ri. APPLICATION FOR RECORDS RETENTION SCHEDULE [, OFFICE OF THE SECRETARY OF STATE |
, RECORDS MANAGEMENT. DIV!SION

INSTRUCTIONS See Pubhcatlon No. 76—RM-1 for instructions on completmg this form. Forward signed original to
Department of Archives and Htstorv, Records Management Division, 330 Capitol Avenue, Atianta, Georgia, 30334,
Attentlon Scheduling Section. ' /

FOR AGENCY USE 1. Agency Address _ e " FOR RECORDS MANAGEMENT USE

—— e

——{ - Room 615 _
270 wWashington Street Date Received Date Complated

Atlanta, Georgia 30334 JUN 2 0 1880 lJUL 2 1980

.0ffice of Planning & Budget 80— Zq i

[ Application Number
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2. Person to Contact Working Title Telephone Number
Robin Meyer | Planner 6565176

a. [ Estabusn Retention Schedule; rpcord will continue to accumulate.
b. O Dispose of present accurm;?fyi réo fyrther accumulation anticipated.
¢. . B Amend Application No - a Check One: (O Change; B Supercede; [J Void

4. Dates of Series 5. Records Series Title (followed by title used in office; if d;fferent)
Earliest .  Latest . = . . . . - . - . ]
| 1976 :Lnbfgggﬁﬁ | Offlce of Energy Resources' Program Files
6. Division and Office Function ‘What is the function of the Division and the Office in which this record series is created?

To plan and coordinate the Implementatlon of a comprehensive energy.
management program for Georgla. This includes such activities as: ‘iden-
tlfylng energy resource issues; developing and analyzing policies and
programs, and recommending appropriate positions and actions to the Director
of OPB, the Governor, and the General Assembly. To 1dent1fy, obtain and
implement Federal energy-related programs; to assist in coordinating state,
regional and local energy activities in order to insure consistency with
Georgia's energy goals. To collect, compile and analyze energy data, and

to prepare and disseminate energy-related information to all consumers.
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7. Record Series Description This file contams the foltowmg documents (include form numbers and titles, if any):
- Attach sampies of the file. ;

Documents relating to: planning, administering and evaluatlng the programs operated
by the Office :

Included are: contracts, financial statements, audit reports, laws, regulations,
reports of activities, work products (manuals, workshop schedules,
energy survey reports, publlcatlons), reports of other states'
programs, correspondence, program and project descrlptlons, and
related materials.

b}

- Fileisarranged: Alphabetically by program name, thereunder alphabetlcally by
subject and then chrondlogically. .

'Q_ ;
1 9. Annual Rate of Accu mulangn n of Rerords.

8. Monthly Reference Rate How often are records referred to which are:

One to six monthsoid 100 ____: Seven to tweive months old _SLQ,ﬂ, Thirteen to twenty four monthsold __5______:
tﬁq_e:rty-f.ve months and older__*. 0

[V

Leti&r- size drawers +Legal-sizedrawers —_ . - _;Shelves ___ ___ .. _;'Other (specify) e
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YES | NO 10 Questzonnanre JPlace an “X" in the proper column)
a. Is this the official copy of the series?

X If not, where is it? ' N . - ;
X b Does the series contain oqnfidential information requiring security handling? If yes, cite law or reguiatjon. i
X | c. Isthis a vital record? T ' - i
X | d. Does this series have historical or long term research value? : [

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
X_| . _documents be scheduted separatety?
_‘rhEh__ghﬂ&mﬁUmmmUﬂJuEQMﬂuﬁLﬁEEUMQﬂEQ_ﬂMSJHED@MI

g. Is the information oontamed in this series ever analyzed and/or recorded in a summarized report?
1f ves. attach copy. :

X
h, Is there a duplication of this series in your office, or in another office or agency? -
|1 X | _ _lfves where?
X
X

1 Jr-umﬂammmﬁqumﬂmnummv B
. Does the record series resuit in a computer printout?
11. Ratentlon Requirements The following requires the series to be kept:
a. State Law t years. d. Audit period - , 2% . _.years.
b. Statute of limitation , years. e. Administrative need 3 __years,
c. Federal law S years. . Federal retention instructions . D**  vyears.
*PER has a 2 year audit cycle (OMB A-102; Att.P. ) '**OMB A-102; Att.C.requires 3
Attach copy or excerpt of laws or regulations. Explain admmlstratwe need. S Year retention after the
audit.

Active programs' files are used da11y by program manager to handle general
administrative functions. - . , .

e - . kol e = A, 5

12, Annra\red D:spos:tnon lnstrucﬁons This agency recommends that the file: series be cut o'rf at the end of each:
"B Calendar Year; O Fiscal Year; O Other _ | . _.then,

Hold in the current filesarea ___ . _month{s} .——_3 ___vyear(s): then
O Transfer to local holding area, hold _._______year(s); then _

0 Transfer to State Records Center; hold — . . _year(s): then

O Destroy. .

& Transfer to State Archives for permanent retention.

O Other (Specify}

)

These instructions apply to all prior and future accumulations of the series.

S

A ency Headl _}gnee (Stgnature) - Date Records Managément Officer _{Signamra}_ _ Date

State Records Committee (Signature) - Date

Recommebdations in para- ' L~ - o
graph 12 are approved. State Auditgr/Designee 9 W 7’ / "? o
{If disapproved, attach letter & , R ,

of explanation.) Secretar%eloesignee '

_ _ Attorney General/Designee
AR—50—71; Rav. 76 , (Reverss Side) /1




